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RESOLUTION NO.
BOARD OF SUPERVISORS, COUNTY OF MONQ

ADOPTING PERSONNEL POLICIES AND
PROCEDURES HANDBOOK

WHEREAS, there is a need to adopt a Handbook explaining cthe
rules and policies affecting current and future County employees
and their job with Mono County; and

WHEREAS, there is a further need to relate how each County
position fits into the overall organization of County Government
and the procedures that should be followed to make each employee'p
job wich the County long, fulfilling and enjoyable; and

WHERFAS, there is a further need to explain Mono County's
affirmative action plan and the Mono County merit system.

NOW, THEREFORE, BE IT RESOLVED that the Personnel Folicies

and Procedures Handbook referenced:January 1982 "County of Mono

Personnel Policies and Procedures Handbook' is hereby approved

and adopced.

BE IT FURTHER RESOLVED that all County Department Heads
shall provide a copy of said Handbo&k to each of their respective
employees, who shall execute a receipt for same in the form and
style attachéd hereto as Exhibit "A" with said receipt to be
filed in the individual employee's personnel folder; and

BE IT FURTHER RESOLVED that each County Department Head
shall insure that each new County employee hired into their
respective Departments shall be provided wich,and receipt of
acceptance of the Handbook prior cé commencement of first day of
employment with the County.

BE IT FURTHER RESOLVED chat all departments shall communicack
from cime t. -ime all proposed changes and amendmencs Cu the
Handbook to the Office of County Counsel/Administrative Assiscant
which said office shall be responsible for effectuating amend-

mencs. when necessary.
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PREFACE

This Manuzl is designed to explain the rules and policies that affect you and
your job with Mono County. Its general goal is to introduce you to the his-
tory and organization of Mono County's government, established employment
patterns and procedures, as well as the responsibilities, obligations, bene-
fits and opportunities intrinsic in being a County employee.

Of course, this publication is not intended to address all aspects of County

employment; to do so would require countless volumes of detailed rules and re-
gulations. Use this Manual as a general reference guide. For specific County
ordinances, please refer to Chapters 2.60.010 et seg. of the Mono County Code.

After reviewing the appropriate chapters, you should have an accurate under-
standing of how your job fits into the overall organization and the procedures
that should be followed to make your job with this County long, fulfilling
and enjoyable. '

The provisions of this Manual shall apply to all County employees subject to
the following exceptions:

A. Should a conflict exist between the provisions of this Manual
and the duties, rights and obligations of any elected official
pursuant to any state or federal law, the provisions of such
state or federal law shall prevail to the extent inconsistent
with this Manual.

]

B. The provisions of this Manual shall in no way preclude or pre-
vent the filing of an appeal to any locazl, state or federal
agency should such right exist prior to the effective date of

this Manual.

C. Should the County negotiate and execute an MOU (memorandum of
understanding) with any employee group, employee representa-
tion or employee association, and should any of the provisions
of the MOU conflict with the provisions of this Manual, then,
in that event, the provisions of the MOU shall control. To
the extent that the provisions of any such MOU do not conflict
with or relate to, the provisions of this Manual and/or the
policies of the department(s) whose employees have entered
into, such MOU shall control.



founding of Bridgeport. The first house was erected here in 1863,
but previous to that it had been a camping ground for teamsters
hauling lumber from the mills to Aurcra, Bodie and other camps.

As is usual on the frontier, along with the man of incdustrv czme
tn:z gambler and the bully. The swaggering “Bad Man From Bodie,"
guns in plain sight and ready for instant use, was a type many times
repeated. "Gun fights" were frequent and the "man for breakfast" was

a common event.

T

The change from this condition to one of law and order was gradual;
but complete. The "bad" men were driven out or laid to rest until
there remained but the law-abiding, upright citizens that form the
nucleus of the county's present population - men who aim for the
upbuilding of the county and the people's welfare.

Although some would argue the statement that all the bad men have been driven out
or laid to rest, few would gquestion that Mono County has developed into something

more than a chain of geld mining towns.

Recreational, agricultural, governmental and, of course, mining interests, have
made Mono County a permanent spot on the map of California.
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CHAPTER THREE

AFFIRMATIVE ACTION PLAN

PURPOSE. The purpose of Mono County's Affirmative Action Plan is to assure that
applicants are employed, and that employees are treated during employment, with-
out regard to age (40+), ancestry, color, marital status, medical condition
(cancer related), national origin, physical handicap, race, religion, or se=s.

It is also designed to provide organization and resources to administer the
Equal Employment Opportunity program in a positive and effective manner.

This policy shall apply to recruitment, employment, promotion, transfer, demotion,
lay-off and termination.

EMPLOYEE REPONSIBILITIES. To effectively implement this plan, the responsibility
Is fixed at all levels of supervision and shared by all employees. The Counzy
Affirmative Action Coordinator (County Counsel/Administrative Assistant) will
coordinate all efforts of this plan, including gathering and monitoring depart-
mental data and reporting. to the Board of Supervisors all significant develop-
ments in this area; keeping the Board of Supervisors and department head cur-
rent in all legislation in the area of equal employment opportunity; receiving
from the Affirmative Action Committee and investigating complaints of alleged
discrimination:; and reporting findings to the Affirmative Action Committee. '

nepartment heads are required to monitor their work force for opportunities to
ffect affirmative action in accordance with goals and timetables set in this
~ounty plan. They will see that employees are informed of the County's equal
oportunity policy. First and second level supervisors shall be aware of their

department and County goals and make every effort to meet these goals within

the established timetable.

The Affirmative Action Committee, comprised of a cross-section of county em-
ployees and community members has the following responsibilities: to assist
and advise the Board of Supervisors in auditing progress and good faith efforts
in the implementation of the Affirmative Action Plan for the County; to hear
complaints of alleged discrimination and refer them to the Affirmative Action
Coordinator for investigation; to report the Affirmative Action Committee's
findings with recommendations to the Board of Supervisors; and to recommend pro-
grams and activities to meet the goals and objectives of the County plan.

QUESTIONS /COMPLAINTS. Questions regarding this plan, or the County-wide pro-
grams and/or complaints of unfair employment practices should be directed to
the County Affirmative Action Coordinator or any member of the Affirmative
Action Committee. Formal complaints of violations and/or any gquestions not
resolved at the departmental level should be brought to the attention of the
County Affirmative Action Coordinator or Mono County Board of. Supervisors who

act as the Personnel Appeals Board.




Within each classification there is a five step pay range. Each step upward,
* within a classification, demands more knowledge and experience. There is a
$% in salary betwesn successive steps. When an inéividual is awarded a hicher,
new classificaticn, smployee is guaranteed at least 2 I° increase in empicyse's
- —esent salary, even though the regular entrance rate for the new job is less
.nan employee has been receiving in the lower position. (See Exhibit "B")

An employee's eligibility for a step increase is determined by employee's
anniversary date. If one is hired after the fifteenth of the month, the first
day of the following month is employee's appointment date. For an individual
hired on or before the fifteenth of the month, the first day of the month is
employee's appointment date. Step increases are not automatic but are given
only upon affirmative recommendation of the department head. Less the proba-
tionary period, if an employee's work is satisfactory, employee will normally
progress one step each year until employee is earning the maximum salary for
emplovee's job.

An annual review of the salary structures of Mono County and other counties is
conducted. As soon as deemed appropriate by the Board of Supervisors, the
salaries of County employees are adjusted appropriately. - .

PERFORMANCE EVALUATION. All employees, regardless of their specific status,

are subject to performance evaluations. The performance evaluation is intended
as a basic tool to improve supervision, to let management and the employee know
how the employee is getting along, and to establish a basis for consideration

in approving transfers, promotions, demotions, layoffs, reinstatements, dis-
charges, and other personnel transactions. Evaluations are made by the employee's
immediate supervisor.

" =5 achieve consistency and assure that all crucial areas of performance are ad-
ressed, the approved report of performance evaluation (see Exhibit "C") is
ilized for all assessments. This form is obtainable from either the depart-
2nt head or the auditor's office. ‘

During the period of probationary employment, the department head or immediate
supervisor is reguired to evaluate the performance of the probationary employee
as fregquently as necessary to ascertain whether employee has been properly per-
forming the reguired responsibilities and duties. There shall be no less than
three such evaluations within the six month probationary period, each evaluation
to be completed at least five working days prior to the completion of each
successive two month period commencing with the date of employment.

Permanent employees, including appointed department heads, whether part-time
or full-time should be evaluated on a systematic basis at least once per year.
Temporary employees should be evaluated at the end of six months or the end of

service, whichever is first.

Each of the seven categories of performance evaluation contains several factors

which will be rated as "Strong," "Satisfactory," or "Weak." All factors are
then taken together in determining the rating for that category as "Outstanding,"”
"Competent,”" "Improvement Needed" or "Unsatisfactory." Commentary is necessary
on all ratings except “"Competent." The criteria employed to determine the

employee's rating is delineated in Chapter 1 "Handbook on Personnel Evaluation
and Disciplinary Procedures," pp. 6-12, item 1-71).

The department head and employee will discuss each performance evaluation.
Each employee shall receive a written copy of the evaluation at the time it is
riawa T with emclovee. The empliorse will be allcwed to make written statements

el -

idressing employee's evaluation. The evaluation form and employee's statement

.st be signed by the subject employee. A copy of the performance evaluation.
the employee's written statement and all amplifying documents and records will

~7-



CHAPTER FIVE

WORK PATTERNS & CONDITIONS OF EMPLOYMENT

EXISTING POSITION - PROMOTION FROM WITHIN DEPARTMENT. Qualified existing per-
manent County employees can be promoted rrom within their Department by the
Department Head where the position is an existing approved position - no adver-
tisement is required.

EXISTING POSITION - INTERDEPARTMENTAL TRANSFER. Vacancies in existing approved
positions shall be first opened to other qualified permanent County employees.
The Department Head shall give notice of the vacancy to all County employees by
special notice to all Department Heads of the vacancy. <County employees shall
have no less than ten (10) days from the date of the notice tg make formal
application. 1In the event the position cannot be filled by interdepartmental’
transter, i.e., no County employee applications or no gualified County employee,
then and in such event, the position shall be advertised twice in %<wo official
newspapers published within the County.

NEW POSITIONS. New positions shall be advertised a minimum of two times in the
official newspapers published within the County. Existing permanent County
employees shall be given every consideration on a promotional and/or inter-
departmental transfer, if they are qualified applicants, for new positions.

PART-TIME/TEMPORARY EMPLOYMENT. Part-time/temporary employment (extra help)
shall be paid on an hourly rate and shall not exceed sgx.xé) months continued
employment. Advertising required when employment exceeds thirty (30) work days.

OERMANENT PART-TIME. Permanent part-time employment shall require a minimum
>f two advertisements in two official newspapers published within the County when

acancy occurs or when new positions are created.

ALL POSITIONS. If a Department has advertised the classified position within
the last twelve (12) months, has interviewed applicants, and has established
a list of qualified applicants who have been interviewed and were advised of
placement on the list, then and in such event, the position shall be filled
from said 1list wichout further advertising.

ESTABLISHED LIST. If a Department, other than the Department with the vacancy,
has established a qualified list covering the same open classification (vacan-
cy) in another Department the Department Head seeking to fill a vacancy in the
same classification shall be given access to the list and may £ill the wvacant
position from the list established by another Department Head. :

TEMPORARY PART-TIME - "ON CALL LIST". In recognition of the County's need for’
temporary part-time help from time to time, the County shall establish and
maintain a temporary part-time "on call list" in the County Auditor's Office.
The Auditor shall prepare and publish in the two County official newspapers an
ad every six (6) months, soliciting applications from County residents inter-
ested in temporary part-time employment in any of the County's classified

job positions on an "on call' basis. The list shall be maintained on a cur-
rent basis and all Department Heads shall have access to and refer to the

"on call" list for their temporary parc-time help.
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~c=d@ of the service mav reguire. Such minimum gualificaticns shail be reason-

)ly related to successful job performance in the class in which an applicant
seeks employment. At the point of hire (the point of hire is reached when the
employer has decided to hire and so informs the applicant), the depariment hezd
may reguire necessary documentary evidence of age, citizenship, honorzble dis-
charge from the armed forces of the United States, possession of valid licenses
for various purposes or other evidence of identification, fitness and qualifi-
cations. Medical examinations are required for certain positions so as to assure
that the new employee is able to meet the physical demands of the positions for
which employee has applied. The medical examination is free to the propective
employee. If appropriate, the appointed candidate is only considered ready for
duty after satisfactorily passing the medical examination.

CAUSES FOR DISQUALIFICATION. The department head may take inquiry into the past
record of competitors and shall disqualify any whose record or reputation, in

the judgment of the department head, warrant such action. The department head
may refuse to declare as an eligible or may withhold or withdraw from certifica-
tion prior to appointment, anyone who comes under any of the following categories:

(a) Lacks any of the minimum qualifications established for the
examination or position for which applicant applies.

(b) Is physically or mentally so disabled as to be rendered unfit
to perform the duties of the position to which applicant seeks
appointment.

(c) Is addicted to the excessive use of intoxicating beverages.
(d) 1Is addicted to the use of narcotics or habit forming drugs.

(e) Has been convicted of a felony, or'convicted of a misdemeanor
involving moral turpitude.

(f) Has been dismissed from any position for any cause which would
be a cause for dismissal from the County service.

(g) Has resigned from any position not in good standing or in order
to avoid dismissal.

(h) Has intentionally attempted to practice any deception or fraud
in applicant's application, in the selection procedure or in
securing eligibility. .

(i) Has failed to reply within a reasonable time, as specified by
the Board, to communications concerning applicant's availability
for employment.

(j) Has made himself or herself unavéilable for employment by request-
. ing his/her name be withheld -from certification.

(k) Is, in accorance with Board rules, found to be unsuited or not
gualified for employment.

APPLICANT NOTIFICATION. Each applicant.shall be notified of the approval or
disapproval of applicant’s application, in writing by the department head
within ten days after the close of the recruitment period. :

APPLICANT INTERVIEW. All applicants who have met the minimum qualifications and
Ao Tave mot been disqualified, shall be interviewed by the department head as

~z~ :~ zossible.

'TGIBLE LISTS. The department head shall establish an eligible list of persons
who have passed the oral interview and met all the minimum gualifications requi-
site to the performance of the duties of the position for which the selection
procedure was conducted. Applicants whose names appear on an active eligibility
list shall be given first consideration on employment. The job announcement shall
make reference to the one-year eligibility list.




Tt is the policy of the Board of Supervisors to hire a new employee, unless
mmusually qualified, at the entry level position - Step A - in thes aprropriate
~lassificaticn.

A new employee, other than sworn officers of the Sheriff Department, serves a
six month probationary period. This period is considered the final phase of
the employment test. It begins with the employee's first day of County service;
the appointment is not final until the employee has successfully completed this
period. While on a probationary appointment, the employee is expected to demon-
strate that employee's work and conduct meet the standards established for the

job.

2ll leaves of absence granted to the probationary employee extends the proba-
tionary period by the length of the absence(s).

An employee can be terminated at any time, without cause, during employee's
probationary period. The termination of the probaticonary employee is not sub-
ject to documentation and review procedures, absent the showing of special
circumstances. The probationary employee does not have the right to appeal.

While an employee maintains probationary status, employee earns all the benefits
due a permanent, full-time employee, but employee cannot draw upon them. Only
after employee has been awarded permanent status is employee due the benefits

fully accrued and vested.

After satisfactory job performance and a favorable probationary period, a
County employee's position is guaranteed as long as employee's work remains
satisfactory, there is a need for the position, and there are funds for the

‘osition.

OMOTIONS. A promotion is the movement of an employee from one class of posi-
_ion to another class of position having greater responsibilities and a higher

salary range.

Subject to provisions of an affirmative action program, vacancies in positions
shall be filled insofar as possible and consistent with the best interests of

the County from among County employees.

The department head and/or personnel officer shall encourage economy and effi-
ciency in and devotion to County service by encouraging promotional advancement
of employees showing willingness and ability to perform efficiently the services
assigned to them, and every person in County service shall be given the oppor- -
tunity to advance according to merit and ability-

Promotions are awarded on a competitive basis and are available only to employees
who have successfully completed their initial probationary period, excepting
special circumstances occasioned by the heretofore approved lateral entry
recruitment program of the Sheriff's office. No employee will be considered

for promotion unless employee has met the minimum education and experience
requirements and any license; certificate, or other evidence of fitness as
prescribed for the class for which the selection procedure is given.

The department head shall make a selection from among the certified eligible
candidates and shall notify the person of the appointment. The appointing power
shall also notify the candidates not selected for appointment to the positionm.
The appointing power notifies the Auditor-Controller of the selecticn.

~r the purpose of determining eligibility for a step increase, the new anni-
th/ rsary date of any promoted employee shall be:

(a) For employees promoted after the 15th of the month, the lst
day of the following month.

=12~
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If the emplovee is temporarily transferred to a class having
an egual salary range, there will be no adjustment. "12 zhe
class has a higher salary range, the first thirty cdays there
is no increase in pay. Thereafter, if employee meets minimum
gualifications for a temporary position, the assignment will
be treated as a promotion and salary of the temporary employvee
shall be determined in accordance with policy.

Upon termination of such transfer or assignment, such employee shall be restored
to the position from which employee was transferred or assigned and at the
salary step which such employee is entitled to receive at the date of such
restoration, including any merit increase to which employee is entitled. Such
temporary transfer shall not affect an employee's anniversary date, or benefits.

All transfers and appropriate transfer documents shall be recorded in the em-
ployee's personnel file.

VOLUNTARY DEMOTION. A voluntary demotion permits an employee to move downward
Wwithin or between classification series anéd/or. departments. Demotions may be

made for career or personal reasons.

An employee may voluntarily demote to a vacant position when there is a vacant
position in a lower class, the lower position has similar duties and responsi-
bilities, the employee meets the minimum requirements for the lower position,

the employee's written request has been approved by the department heads, and

the Auditor-Controller has been advised.

A voluntary demotion will affect a probationary employee in the following manner:

(2) Where the employee remdins in the same department, employee's
probationary period shall be a continuation of the proba-
tionary period spent at the higher level.

(b) Where the appointment is to another department, the emplovee
shall, upon reguest of the new department head, be regquired
to serve a new, full probationary period.

A voluntary demotion will affect a permanent employee in the following manner:

(2) Where the employee remains in the same department, employee
shall not be reguired to serve a new probationary period in

the lower .class.

(b) Where the appointment is to another department, the employee
shall, upon request of the department head, be reguired to
serve a new, full probationary period.

(c) Where there is a return to a former class from which an
employee has been promoted, the employee shall not be re-
guired to serve a nevw probationary period.

a1l voluntary demotions and supporting documents shall be recorded in the em-
ployee's personnel file.

RECLASSIFICATION. A reclassification is a change in allocation of a position

based upcn significant changes in kind, difficulty or responsibility of the
st i ocformed. A position may =& reclassified after completion of a classi-
‘cation study by the Board of Supervisors or its designee and may be assigned
s a higher class, a lower class or to another class at the same level and/or

@ deparctment head may request that a position be reclassified. When a request

is made by a department head, it shall be reviewed.and approved or rejected by
the Board of Supervisors.

-14-



(b) The names of permanent and probationary employees laid
off shall be placed on a reemployment list within %<he
Zepartment which laid cif for the class or position in-
volved in reverse order of release.

(c) Employees who are reemployed within one calendar year
after they are laid off will be entitled to the reinstate-
ment of accrued and unused sick leave remaining to their
credit at the time of their layoff.

Since a layoff is seen as an unpaid leave of absence, if the employee is re-
employed within one year, employee's anniversary date does not change.

o
REEMPLOYMENT/REINSTATEMENT. 4%%rm" &nt employee who is in good standing with
the County and has been laid/off o transferred or demoted in lieu of layoff

shall be eligible for reemployment/
reinstatement to a position|in the| same or related class with reasonably simi-
lar gualifications within yvear from date of separation. Employees who seek
reemployment/reinstatement shall have their names placed on an eligible list.
The names of persons laid off or demoted shall precede the names of persons
granted reemployment privileges after resignation. Regarding those who have
been laid off, placement of name is to be in reverse order of layoff. The
names of persons granted reemployment privilege after resignation shall be
placed on the appropriate eligible list in order of date of application for
employment. Persons placed on this list shall be afforded first consideration
for employment. The names of any eligible on & reemployment list shall be
automatically removed from said list at the expiration of a one year period.4@
If an applicant is recalled within one year, applicant will resume employment
on the same basis as if the employee were returning from an unpaid leave of
absence. Any person declining an offer of rFemployment shall be stricken from

he eligible 1list.
¥ oo Yusiee P Cod
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If the dates of December 24th or December 31st fall upon the Zzavs Monday throuch
Tridsy, inclusive, all County officas shall be closed fcor tusiness Irom noon
antil midnight, except as the same may be within the employment practices as to
nurses and related personnel at the Mono General Hospital and personnel of the

Sheriff's department.

TRAVEL. Although it is the exception rather than the rule, County employees
sometimes are reqguired to travel away £rom their offices on County business.
When it is necessary to travel in connection with the discharge of an.official
duty of employee's office or employment, the employee will be reimbursed for
actual and necessary travel expenses only. Advances on travel may be arranged
directly with the Auditor's office & must be settled within 5 day$ of return.

It is preferable that the employee use county-owned vehicles when traveling on
County business. County-owned vehicles are to be used only for County business.
T+ is unlawful for any officer or employee of the County to drive, operate, or
otherwise use any vehicle belonging to the County except when the same is being
used upon business pertaining to the County. Authorization to use County vehi-
cles is to be issued by the department head or the Board of Supervisors. Per-
sonal use of County vehicles is subject to disciplinary action. All operators
of County-owned vehicles shall have a valid California Driver's License. Co-
employees, spouses of officers and employees and pre-authorized non-county em-
ployees, may accompany officers and employees on an in-county and out-of-county
trip where their attendance is reguired, with prior knowledge and approval of
the department head. All highway citations accrued by an employee will be the
responsibility of the employee. Highway violations will be gubject to discipli-
nary actions and reported in the employee's file. The office of the County
Counsel/Administrative Assistant and the Director of Public Works shall be noti-
fied by written incident report of all accidents and/or traffic vidlations with-
in twenty-four hours of occurrence. All operators of County-owned vehicles

shall check air, oil and operating accessories before operating vehicle.

When a County-owned vehicle is not available to employee, employee may. with
the prior approval of the department head, use his/her privately-owned automo-
bile for such travel and under such circumstances employee shall be reimbursed
at a rate established yearly by the Board of Supervisors.

When a private airplane is used, employee will also be reimbursed at a rate
established yearly by the Board of Supervisors. The cost of a second-class

ticket will be awarded the employee when it is necessary to use commercial air
transportation. The employee will be reimbursed for actual and necessary ex-
pense for chartered or rented transportation. The most economic manner of trans-
portation must always be celected. No claim shall be allowed for traveling
expenses or for travel outside Mono County unless authorized by State law or
unless prior to incurring the expense, permission to do so is granted by the

department head or the Board of Supervisors.

While traveling on out-of-County business, the employee is to receive regular
wages. Employee is not eligible, however, for overtime benefits. A claim for
reimbursement for travel expenses incurred must be able to be documented and

chall not be presented later than three months after the claim first arose or

accrued.

County-owned vehicles shall not be used for travel to and from place of resi-
dence by County employees including department heads and elected officials,
zbsent specific Board of Supervisors approval. Rules regulating use are to be
zat by regolutiin. The Bozré of Suzerwvwisors shall, = znnual resolution, set
forth and specify rules regulating the use of County-—-owned vehicles.

Infractions of the rules of use set forth in the current resolution by any
County employvee may constitute cause for suspension or dismissal from county
employment, or such other disciplinary action as is deemed appropriate by
the department head or the Board of Supervisors.
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Revised 2-10-82

Each full-time officer and employee and each part-time permaient employee
shz11 accumulate sick leave with pay which shall commence with the first full
month of employment, but may not be taken until such officer or employee has
been employed continuously by the County for six months.

Sick leave may be used by an employee for medical appointments of the employee
and employee's immediate family only.

Any employee who is absent from duty three or more consecutive days must, at
the discretionof the department head, within ten days from the date that employee
has returned to duty, and in order to be credited with sick leave, present to
the department head or appointing authority a doctor's certificate of illness,
which certificate shall indicate that the employee was ill, and by reason of
said illness was unable to work during the period of time said employee was

off duty. The department head or appointing authority shall forward this certi-
ficate to the Auditor as reguired in Section 2.68.140 of the Mono County Code.

After ten or more years of continuous service, any employee who retires, resigns,
dies or is laid off by County action shall be paid for one-half of any accumu-
lated sick leave, at employee's regular straight time rate of pay, subject to

a maximum of fifty eight-hour days, or four hundred hours, said payment to be
made to the employee or employee's designated beneficiary.

WORKERS' COMPENSATION. The purpose of Workers' Compensation is to provide
injured workers-and those who depend upon them-a means of support when they are
unable to work because of a job related disability. Its purpose is also to
bring prompt recovery. Workers' Compensation is basically a no-fault system
with benefits paid - no matter who is responsible.

All County employees are covered. The cost of this protection is borne totally
by the County of Mono. No contribution is made by employees. Benefits are
tax free and not subject to deductions for Social Security.

The term "industrial injury" means any injury or disease which results from
work or working conditions and which occurs during the employee's service to

Mono County.

Examples of an injury: A cut finger while using a paper-cutter in the County's
service.

Example of a disease: Contact dermatitis (skin inflammation} resulting from ex-
posure to chemicals or solvents during the course of work. ;

When an injury occurs, get help quickly! Give first aid if possible. If first
aid is not available and it appears medical attention is required, arrange for
treatment by the nearest doctor.

After securing medical assistance, the employee's immediate supervisor should
complete the "Supervisor's Report of Accident" {(see Exhibit ME") and submit it
to the County Auditor/Controller. The' Auditor will then complete other neces-
sary forms and submit them to the proper authorities. Failure to submit these
reports immediately could cause a delay in the employee's benefits.

The County is self-insured for Workers' Compensation. .State Compensation
Insurance Fund (4672 Georgetown Place, Stockton, CA 95207) holds the contract
F-- zhe County's program. Their job is to determine compensability of claims
and request payment of benefits. They will assist you on any questions that
you have. - Also, the Mono County auditor/Controller is available to answer
guestions. It shall be mandatory for the employee, after treatment for a job
related injury, to immediately contact his/her supervisor. Such notification
shall be a condition of f£iling a Workers' Compensation claim through the County

Auditor's office.
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mav not be taken until such officer or employee has been emplcyed continuously
by the County for six months.

Vacation time earned by any emplovee and standing to employee's credit at the
date of adoption of the ordinance codified in this chapter shall be continued
as a credit for such purpose to the employment.

ILEAVE OF ABSENCE DUE TO DEATH OR CRITICAL TLINESS IN FAMILY. Whenever any perma-

nent employee or officer is compelled to be absent from duty by reason of .-the

death of employee's father, mother, brother, sister, spouse, child, grandparent,

grandchild, or the mother or father of the employee's or officer's spouse, em-

gloyee shall be entitled to be absent, with pay: for not more than five working
ays.

Whenever any permanent employee Or officer is compelled to be absent from duty
by reason of the critical illness of any of the above-named persons, said emplo-
vee or officer shall be entitled to be absent, with pay, for not more than five
working days for each such illness or condition.

The department head or appointing authority may require confirmation of such
critical illness or death within thirty days after said member returns to work,
and the department head or appointing authority shall consider such death or ill-
ness confirmed should the employee or officer produce any public record of such
death, or any correspondence or certificate from a licenses physician attesting
to such critical illness. This provision shall apply to permanent employees and
to permanent part-time employees.

T.EAVE OF ABSENCE WITHOUT PAY. A leave of absence without pay may be granted to

any permanent employee upon the following conditions: that the employee or
officer submit his/her request in writing upon a form, to be provided to the
employee or officer by his/her appointing authority, and which form shall indi-

cate clearly and concisely:

(a) That the leave of absence is made voluntarily by the
employee or officer;

(b) That there is a date certain on which the employee
shall return to work and that failure of the employee
or officer to return for work on that date shall con-
stitute cause of dismissal of said employee or officer
should said employee or officer fail to utilize the
procedures for extension as set forth in subdivision(d)

below:;

(c) The reason for the requested leave of absence and all
of the facts, events and occurrences that the employee
or officer is relying upon to support his/her reguest;

(d) That should the officer or employee desire an extension
of the leave of absence, said officer or employee shall
submit his/her request, in writing, to the authority
whose approval is required pursuant to subsequent sub-
section. Said reguest shall be considered by the
authority whose approval is required only in the event
that:

(1) The regues=: is received bv the department heac or
appointing authority at least seven working days
prior to the date scheduled for termination of the
leave;
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for such service, exclusive of mileage, with the County Trsasurer. I saigd
employee does not remit the jury fee, exclusive of mileage, employee shall be
paid only for the time actually worked in employee's regular position.

An employee accepted for jury éuty shall immediately notify his/her department
head, in writing, whether or not employee waives or remits his/her jury fee to

the County.

Any employee who shall be called as a witness arising out of and in the course
of employee's County employment, shall be deemed to be on duty and there shall
be no loss of salary, but any witness fees received by employee shall be paid
forthwith to the County Auditor/Controller to be deposited in the general fund
of the County, together with any mileage allowed if employee shall use County
transportation. Any employee absent as a witness in a private matter shall not
be entitled to be paid during such absence, excepting upon approval of the de-
partment head, earned vacation or compensating time off may be uitlized.

UNAUTHORIZED ABSENCE. Any unauthorized absence from work shall be treated as
leave without pay, and may be a’'cause for disciplinary action. An unauthorized
absence for five consecutive days shall be regarded as an automatic resignation

from County service.

VOLUNTARY PUBLIC SERVICE. When an employee acts as a volunteer fireman or pro-
Vides similar service tor the protection of life or property during regular busi-
ness hours, employee shall be deemed to be on duty and there should be no loss
of salary. The employee, when working as a volunteer, is not covered by Workers'

Compensation with Mono County.

DOLITICAL ACTIVITY. The County's rules regarding the employee's political
activity shall in no way be interpreted so as to deny any employee the rights
guaranteed employee by the Constitution of the United States or the State of

California.

All appointed officers and employees are subject to the provisions of Sections
3201-3204.5 and 3206 of the Government Code relating to political activities.
Officers and employees whose principal employment is connected with an activity
which is financed in whole or in part by loans or grants made by the United
States or federal agency are subject to the provisions of Sections 1501-1508,
Title 5, United States Code. Employees of Mono County are further prohibited

from using County work time, their own or that of other employees; County-owned

and controlled property; and/or a County uniform for political activities.

ELECTIVE BOARD. All officers, and permanent and permanent part-time employees
who intend to run for election to the .governing board of any public entity with-
in the County of Mono, including, but not limited to, public utility districts,
fire protection districts, water districts, mosquito abatement districts, or
school districts, shall, at the time of filing of such papers as may be reguired
for declaration of candidacy to such office, advise the office of the County
Counsel/Administrative Assistant of Mono County, in writing, if such person in-
tends to maintain employment with the County of Mono in the event that such per-
son is so elected. In the event that any such person indicates an intention to
maintain County employment and serve on the governing board of any of the’
districts indicated above, that in that event, the office of the County Counsel/
Administrative Assistant shall make a determination as to whether service in
“~sh czcacitiezs constitues either a confilict oI intersst oOX an incompatibiility
2% office such that said person would be precluded from maintaining both posi-
'ions. Such determination shall be made within fourteen days from the date on
which the office of the County Counsel/Administrative Assistant is notified of

" the intention of such person to maintain County employment in the event of

election to the governing board of any of the special districts listed above,
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(¢) Involves the performance of an act in other than
his/her capacity as a County officer or employee
which act may be subject directly or indirectly
to the control, inspection, review, audit or en-
zcrcement ¢f any other oifficer or employee; Or

(d) Involves such time demands as should render per-
: formance of his/her duties as an officer or em=

ployee less efficient.

OUTSIDE EMPLOYMENT/WRITTEN DISCLOSURE. Notwithstanding the provisions above, an
officer's or employee's outside employment, activity or enterprise shall not be
deemed inconsistent, incompatible, in conflict with or inimical to the duties of
said officer or employee, if said officer or employee, prior to engaging in any
such employment, activity or enterprise, makes a complete written disclosure to
the department head or appointing authority of all of the functions, duties and
responsibilities reguired of said officer or employee by such employment, activ-
ity or enterprise, and receives written consent to eéngage in such employment,
activity or enterprise from the department head, if an employee, or the Board,

if an officer.

Abuse of any of the guidelines concerning outside employment is subject to dis-
ciplinary action.

EMPLOYEE RIGHTS. Employees of the County shall have the right to form, join and

participate in the activities of employee organizations of their own choosing

for the purpose of representation on all matters of employee relations. Em-

ployees of the County also shall have the right to refuse to join or participate
in the activities of employee organizations. It shall be an additional right of

the employees to represent themselves individually in their employee relations
ith the County. WNeither the County nor the employee organizations shzll inter-
ere with, intimidate, restrain, coerce Or discriminate against employees because

the exercise of their rights under +his section.

EMPLOYEE RESPONSIBILITIES. Employee responsibilities cannot be neatly pinpoint-
=d. Since the County's central responsibility is to serve the public, as an
employee of Mono County you are, in many ways, obligated to everyone. Some of
the major responsibilities owed to the Mono community are:

(a) Being courteous, competent and businesslike when
dealing with all people;

(b) Beginning work on time and putting in a full day's
work;

(c) Dedication to the County-and the job you are doing,
always striving to improve both:

(d) Working cooperatively with fellow employees, super-
visors, and other departments;

(e) Putting yourself in the other person's shoes;
(£f) Keeping physically and mentally healthy; and

(g) Working safely at all times.
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(c)

(d)

(h)

2ll parties so involved must act in good £faith and
strive for objectivity, while endeavoring to reach

a solution at the earliest possible step of the pro-
cedure. The aggrieved emclcyee shall hawvs the as-
surance that the filing of a grievance will not result
in a reprisal of any nature.

The aggrieved employee shall have +the right to be re-
presented or accompanied by a person of the employee's
choice if the grievance is not resolved at the informal
level as provided for in Step 1 of the grievance pro-
cedure described in Section 2.68.309 of the Mono County
Code. This representation may commence when the grie-
vance is presented in writing to the immediate supervisor
as provided in Step 2 of the grievance procedure.

The processing of a grievance shall be considered as

County business, and the employee and employee's representa-
tive shall have reasonable time and facilities allocated

for the preparation of the employee's position with

respect to the grievance alleged. The use of County

time for this purpose shall not be excessive nor shall

this privilege be abused.

Certain time limits in the grievance procedure are
designed to quickly settle the grievance. It is rea-
lized, however, that on occasions the parties concerned
may be unable to comply with the established limitations.
In such instances limitations may be extended by mutual
agreement of department head and the grievant.

Failure of the aggrieved employee toO file an appeal
within the prescribed time limit for any step of the
procedure shall consitute an abandonment of the grievance.
County management personnel involved in the grievance

procedure shall abide by prescribed time limits.

Any person responsible for conducting any conference,
meeting or hearing under the formal grievance procedure
shall give due and timely notice to all persons concerned.

When two more more employees of the same department ex-
perience a common grievance, they shall initiate a single
grievance proceeding. The initial hearing of the grievance
shall be by the immediate supervisor, superior or depart-
ment head who has the prime responsibility for all of the

aggrieved employees.

GRIEVANCE/PROCEDURE

(a)

Step 1. When an employee has any grievance, or when any
employee becomes aware that dissatisfaction exists with
that employee's work or work situation, then that employee
chould discuss the matter informally with the employee's
immediate supervisor. Initial discussion should be sought
by the employee not later than five working days after the
alleged grievance occurred or after the employee becomes
aware of dissatisfaction with the employee's work or work
situation. The following provisions relating to formal
grievance procedures do not restrict the employee and the
supervisor from seeking advice and counsel ZIrcm sucericrs
and department heads when:
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CHAPTER EIGHT

DISCIPLINARY ACTION

There are no rigid rules that can be adopted which will specify that degree of
disciplinary action which is appropriate for a given infraction or classifica-
tion of misconduct. Only the facts of the specific case can determine the action

that is suitable to the employee's wrongdoing.

CAUSE FOR DISCIPLINARY ACTION. Any Mono County employee who has attained perma-
nence 1in his/her classification may be disciplined by his/her department head
for reasonable cause only. The following is deemed "cause" for disciplinary
action taken against any employee who has attained permanent status (Handbook

of Personnel Evaluation and Disciplinary Procedures) :

(1) Fraud in securing appointment which shall include,
but not be limited to, misrepresentation of any
material fact in any written or oral application for
work with Mono County; failure to possess any license
or certificate necessary to the performance of the
duties and functions required by the job for which the
person is applying; and failure to possess any special
skill or ability that may be required by the position
for which the person is applying;

(2) Incompetence or inefficiency (herein defined to include,
but not be limited to, any neglect of duty and/or fail-
ure to meet reasonable work performance standards and

reguirements) ; .

(3) 1Inexcusable neglect of duty;

(4) Insubordination which is herein defined to include, but
not be limited to, the refusal or willful failure or
refusal to perform a particular duty, function or re-
sponsibility required by the position of employment;

(5) Dishonesty which is defined herein to include, but not
be limited to, any unauthorized possession or use of
property not belonging to the employee, which unauthorized
use or possession arises out of, or is in any way related
to, the position of employment held by the employee;

(6) The use or possession of alcoholic beverages while en-
gaged in the performance of duties and/or responsibilities

pursuant to employment by the County;

(7) The use, while engaged in the performance of duties,
functions or responsibilities pursuant to employment with
the County, of drugs, narcotics or medications such that
the performance of those duties, functions and responsi-
bilities by the employee is impaired or such that the
safety of other persons or property is impaired or ad-

versely affected.
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(5)

Discharge. Discharge can take all of two forms:

(a) Emergency Discharce. An employee is temporarily
ordered off his/her job without paYy due to his/her
job reslated sc-ivities or healith problems that en-
danger employee Or other individuals. Emergency
discharge will be without pay and will be not less
than one working éay and not more than five working

days.
(b) Permanent Discharge. The employee shall be released

. e ————

from his/her position and will have to follow stan-
dard employment procedures to regain his/her employ-
ment with Mono County. All information regarding the
employee's discharge will be documented in the em-
ployee's permanent £ile.

PROCEDURAL DUE PROCESS/LEGAL REQUIREMENTS

(1)

Permanent Employees. Both the California and Federal Con-
stitutions provide that a person may not be deprived of

property without due process of law. (U. S. Constitution,
t+h Amendment; California Constitution, Article I, Section

7(a)).

California cases and legislation have established a statu-
tory scheme regulating civil service employment which con-
fers on public employees, including Mono County employees,

a2 property interest in the continuation of their employment.
This property interest has been specifically found to be
protected by the constitutional right to due process. The
courts have found that such an employee may not be dis-
charged unless certain minimal procedural safeguards are

observed.

The rules established in california to ensure due process

in such instances require: (a) a written notice of the
proposed action, (b) the reasons for such proposed action,
(c) a copy of the material upon which the charges are based,
(d) the right to respond, either orally or in writing, to
the authority initiating the dGiscipline, and (e) the right
to a full evidentiary hearing before a neutral body within
a reasonable time after the discipline is imposed. (Skelly
vs. State Personnel Board, 15 cal. 34 194 (1974)) .

Since the Skelly decision, talifornia Courts have extended
these procedural due process safeguards to demotions includ-
ing disciplinary reduction in pay (Ng vs. State Personnel
Board, 68 Cal. ApPP. 34 600 (1977)) ., and suspensions without
pav {civil Serxvice Association vs. City ana countv of San
Francisco, 22 cal. 3d 552 (1978)).

\

Since neither oral nor written reprimands operate to deprive
the employee of wages OT status, such form of disciplinary
action do not trigger the Skelly rights process. No further
action is necessary other than compliance with the require-
ment that the employee be given a copy of the written repri-
mand and notified that he/she has five working days to make
anv sicned writian comments which would B2 zttachz<d to the
document and placed in his/her official personnel file.

-32-



3

Step C. Emplovee's Response - Skelly Hearinag. The employee
Tust be allowed an opportunity to respond, either orally or

in writing to the Notice of Proposed Action, and the period

therefor set by Code provisicn is five working davs =zIzsr ra-
ceipt of the Notice. Upon request of the employee, a speci-
fic time should be scheduled for an informal administrative

hearing for the employee to present a response to the person
(department head) who has the authority to take action. The
employee is entitled to be represented at this meeting. The
approved form for this use is the Notice of Informal Admini-

strative Hearing, attached as Exhibit "He,

Step D. Notice of Final Action. Once the reponse period has
expired, and after the department head has thoroughly investi-
gated and considered the employee's responses to the charges,
and has documented these good faith efforts by written memo-
Tznda to the file, the department head may then file a Notice
of Pinal Disciplinary Action. (see Exhibit "I")

DISCIPLINARY APPEALS. A disciplinary appeal hearing before the Personnel Appeals
Board affords the employee with a trial-like evidentiary hearing before a neu-
tral body as reguired by the Skellv decision and its progeny.

At such a hearing, the burden of proof is upon the department head to show the
propriety of the disciplinary action taken. Both the department head and the
employee have the right to legal counsel, the right to subpoena witnesses, and
the right to cross-examination.

An employee deserving to appeal a disciplinary action shall file with the Clerk

of the Personnel Appeals Board an answer admitting or denying, in whole or in
art, the allegations of the Notice of Final Action. Matters not admitted by
he filed answer shall be deemed denied. Such answer must be filed within ten

ys of receipt of such order by the appealiﬁg employee.

Within twenty working days after the date on which the answer is filed with the
Clerk of the Personnel Appeals Board, the hearing body shall conduct a hearing
to determine whether the final disciplinary order shall be sustained. Within
five working days, notification of exact date of hearing shall be conducted in
the Board Room in the County Courthouse, Bridgeport, County of Mono. The heaxr-
ing body may conduct such hearing at a different location when, given the conven-
ience of parties and witnesses, such different location promotes the convenience
of such parties or witnesses and/or the ends of justice.

The chairman of the hearing body, to be designated by schedule, and the office.of
the County Counsel of Mono County shall have the power to issue subpoenas for

the purpose of compelling the attendance of witnesses, and either the chairman

of the hearing body or the County Counsel shall issue & subpoena for the purpose

of compelling the attendance of any witness reguested by the appointing authority

or the employee.

All oral testimony received by the hearing body shall be recorded in some appro-
priate form.

Hearings shall be private and all persons excluded therefrom, except the appoint-

ing authority or department head, the employee, the attorneys involved, the

reporter, if any, the Clerk of the Board and witnesses actually testifying, un-

less the employee files a written request for public hearing with the Clerk of

+he Personnel Eppeals Board 2% least €ive wo-king days prior wo the date of the
:aring.
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Chapter 2.64

COUNTY OFFICE HOURS

Sections:
2.64.010 Hours designated.
2.64.020 Early closing when.
2.64.030 Provisions for the Friday
following Thanksgiving.
2.64.010 Hours designated.

Under the provisions of Section 24260 of the
Govermnment Code of the state, the board of supervisors
of the county shall fix the hours and days that county offices
shall be open for the transaction of business.

Pursuant to that authority, the offices of the county shall
be open for business from nine am. to five p.m., Monday
through Friday, bolidays excepted, or upon a showing of
special circumsiance by resolution of the Board adopted
on a four-fifths vote of the board. (Ord. 89-212-B §1,1989:
Ord. 76-212-A § 1, 1976: Ord. 212 (part), 1949.)

2.64.020 Early closing whem.

If the dates of December 24th or December 31st fail
upon the days of Monday through Friday, inclusive, all
county offices shall be closed for business from noon until
midnight, except as the same may be within the employment
practices as to Qurses and related personnel at the Mono
General Hospital and personnel of the sheriff’s department.
(Ord. 414 § 1, 1971)

2.64.030 " Provisions for the Friday following
Thanksgiving.

On the Friday following the Thursday dedicated to the
Thanksgiving holiday, all county offices shall be closed
for business, except as the same may be within the employ-
ment practices as to purses and related personnel at the
Mono General Hospital, and personnel of the sheriff’s
department. (Ord. 73-425-A § 1, 1973.)
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8. “Discipline” means dismissal, suspension without
pay or demotion of an employee.

9. “Dismissal” means removal of a permanent Or
permanent part-ime employee for cause.

10. “Employec” means any person holding a position
of employment with the county which has been duly
established by ordinance or resolution of the board (includ-
ing department heads and appointed officers but excluding
elected officials and officers and judicial officials and
officers).

11. “Hearing” means the procedure whereby the person-
nel appeals board elicits facts necessary for determination
of an appeal of disciplinary action by an employee.

12. “Layoff” means termination of an employee, without
prejudice, because of lack of available work, lack of avail-
able funds, reorganization or similar reason.

13, “Officers” means all county officers, whether
appointed or elected.

14, *“Pay” means salary, wage, fee or allowance, includ-
ing any and all benefits, paid an employee for performing
the duties of a position.

15. “Permanent positions™ means any office or em-
ployment with the county of Mono which has been duly
authorized by the board-of supervisors of Mono County
and which requires the full-time or part-time employment
of one or more persons. :

16. “Permanent status” means slatus of an employee
who is legally retained in a position after successful comple-
tion of a probationary period.

17. “Personnel appeals board” means a board consisting
of the five members of the board of supervisors of Mono
County, of which three members shall sit on any particular
appeal,

18. “Probationary status” means the status of an employ-
ee who has been centified and appointed to a permanent
positon but has not completed the probationary period for
that position.

19. “Probationer” means an employee who has proba-
tionary status.

20. “Reassignment” means assignment of an employee,
without examination, from one position within a department
to another position in the same department in the same
class and pay range.

21. “Reduction in lieu of layoff” means the voluntary
reduction, for reasons related to lack of funds, lack of work
reorganization, of an employee who has permanent status
in a position having a lower leve! in terms of wages and/or
benefits.

22. “Reemployment” means the reemployment, without
examination, of employees or previous employees reduced
in lieu of layoff or terminated due to layoff.

39

2.68.020

23, *Rejection” means termination of a probationer from
a position for failure (o satisfactorily complete the terms
of probation.

4. “Restoration” means retum of an employee to a
position which permanent SLaws was formerly held.

5. “Seniority” means the total length of the most recent
full-time, continuous paid employment with the county.

6. “Suspension” means an involuntary absence without
pay for disciplinary reasons. 2

27. “Temporary employee” means an employee hired
on a temporary basis, for 2 position without an authorized
classification, who shall not attain the status of a proba-
tionary or permanent employee.

28. “Transfer” means the voluntary movement, without
examnination, of an employee from one position to a similar
positon in the same class and pay range in another depart-
ment: or to 2 similar position with equal minimum qualifica-
tions, and same pay range, either in the same or another
department (Ord. 78-451-1 § 1 (part), 1978: Ord. 72-425
§ 2 (part), 1972.) '

2.68.030 Holidays.
A. The following are established as holidays:
1. January Ist
9. February 12th, known as “Lincoin Day”;
3. The third Monday in February;
4. The last Monday in May;
5. July 4th;
6. The first Monday in September;
7. September 9th, known as *Admission Day™;

8. The second Monday in October, known as “Co-
lumbus Day”; '

9. November 11th, known as “Veterans Day™;

10. The Thursday in November appointed as Thanks-.
giving Day and the Friday following Thanksgiving Day;

11. December 25th;

12. The third Monday in January, known as “Martin
Luther King Day";

13. The day chosen by an employee pursuant to subsec-
tion C;

14. Every day appointed by the President or Governor
for a public fast, thanksgiving or holiday.

B. IfJanuary 1st, February 12th, July 4th, September
9th, November 11th, or December 25th falls upon a Sunday,
the Monday following is a holiday. If said holidays fall
upon a Saturday, the Friday preceding is a holiday; and
further shall be a holiday for the superior, municipal and
justice courts in the county in accordance with Government
Code Section 6701.

C. Every employee shall be entitled to one personal
holiday per calendar year. The appointing authority may
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public works, parks and recreation and building and plan-
ning, and this chapter. Temporary employees’ hourly rate
shall be computed on the basis of an average of twenty-one
and one-half days per month. (Ord. 78-425-1 § 1 (part),
1978: Ord. 72-425 § 5(C), 1972)

2.68.090 Position classification and salary.
The classification and salary for each position in all
classifications shall be set forth in the latest salary survey
and classification as adopted by the board. A service period
of six months shall be required for the first step of advance-
ment for new employees and thereafier a service period
of ope year shall be required for each step of advancement.
It is the policy of the county not to hire above the first
step except where the results of examinations conducted
in conjunction with the State Personnel Board Cooperative
Personnel Services, or such other duly conducted examina-
tions of the department, or other facts, show a prospective
employee or employee-examine¢ 10 pOSSESS exceptional
qualifications, the board may grant the appointing authority
the power to hire such person at higher than step “A” of
a particular salary classification but not to exceed step “B”
of a particular salary classification. (Ord. 82-425-0 § 1,
1982: Ord. 80-425-M § 1, 1980: Ord. 79-425-K. § 1, 1979:
Ord. 78-425-1§ 1 (part), 1978: Ord. 72-425 § 5(D), 1972.)

2.68.100 Sick leave.

A Every permanent employee and officer shall accrue
one working day of sick leave with pay for each full
calendar month of full-time service, cumulative to a maxi-
mum of one hundred working days.

B. A permapent part-time employee shall accrue sick
leave in the same proportion that his working hours bear
to the normal working hours of a full-time position, and
such sick leave shall be cumulative at the same propor-
tionate rate to a maximum of one hundred working days.

C. All sick leave accumulated by any employee prior
to the enactment of the ordinance codified in this chapter
shall be carried forward and become a part of any accumu-
lation herein contemplated. '

D. Any employee compelled to be absent on account
of injury or illness arising out of and occurring in the course
of his county employment may elect during such absence
to apply accrued sick leave on a prorated basis to such
absence and receive compensation therefor in the amount
equal to the difference between the compensation received
by him under the Workmens’ Compensation Act and bis
regular county pay, not to exceed the amount of his accrued
sick leave. In like manner, be may elect to use any accrued
vacation time and accrued time off for overtime after his
sick leave is exhausted. The rights of the public safery
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officers as presently delineated in Seckicn 2850 of the Labor
Code of the state are incorporated by reference, and should
that section change from time to time, either by numerical
redesignation or placement in a different code, this section
shall be deemed to reflect such changes and amendments.

E. Each full-time officer and employee and each
part-time permanent employee shall accumulate sick leave
with pay which shall commence with the first full month
of employment, but may not be taken until such officer
or employee has been employed continuously by the county
for six months.

F. Sick leave may be used by an employee for medical
appointments of thé employee and his immediate family
only.

G. Any employee who is absent from duty three or
more consecutive days must, at the discretion of the depart-
ment head, within ten days from the date that employee
has returned to duty, and in order to be credited with sick
leave, present to the deparmment head or appointing autherity
a doctor’s certificate of illness, which certificate shall
indicate that the employee was ill, and by reason of said
illpess was unable to work during the period of time said
employee was off duty. The department head or appointing
authority shall forward this certificate to the auditor as
required in Section 2.68.140 of this code. :

. After ten or more years of continuous service, any
employee who retires, resigns, dies or is laid off by county
action shall be paid for one-half of any accumulated sick
leave, at his regular straight time rate of pay, subject to
a maximum of fifty eight-hour days, or four hundred hours,
said payment to be made to the employee or his designated
beneficiary. (Ord. 78-425-1§ 1 (part), 1978: Ord. 78-425-G
§ 1, 1978: Ord. 72425 § 5(E), 1972.)

2,68.110 Vacation with pay.

A Each county employee and officer in county service
prior to July 1, 1969, shall be entitled to fifteen working
days of vacation leave with pay for each year of full-time
service for the first ten years, 1o be accrued at one and
one-fourth days pér month. Thereafier, such employes shall
be entitled 1o seventeen working days per year, to accrue
at one and five-twelfths days per month; nineteen working
days per year after fifteen years of full-time service, to
accrue at one and seven-twelfths days per month; and

 twenty working days per year after twenty years of full-time
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service, the accrual dates to be as set forth in subsection
A of this section. Not more than thirty working days’
vacation time may be accumulated.

B. Permanent county employees and officers hired
after July 1, 1969, shall be entitled to ten working days’
vacation for each fuil year of service to be accrued at



